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MSEIS Help 

1 HOW TO LOG IN TO MSEIS 
 

 

 

Access MSEIS via the MSEIS/TEAMS Login: https://apps3.opi.mt.gov/SSO/Login/Login.aspx 

 

1.1 NEW USERS – HOW TO CREATE A 

NEW USER ACCOUNT 
 

 

Selecting the “Create New User Account” button will take you to a multi-screen wizard that will walk you 

through the process of creating an account. The MSEIS system was implemented in 2012 so even if you 

previously had an account in our system used to renew your license in the past, you will need to set  

up a new account in the MSEIS system. 

https://apps3.opi.mt.gov/SSO/Login/Login.aspx
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1.1.1 Existing Montana Licensed Educators 
 

  
 

 

NOTE: if any of these fields do not match the information in MSEIS, an error will occur. 
 

 

You will need to contact the Office of Public Instruction at 406.444.3150 for help in resolving the error. 

Fill out the four fields 

on this screen, all are 

required, select 

Continue and click 

“Next”. 

Select the first option 

and click “Next”. 
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Fill out the two fields 

on this screen to 

create a user name, 

both are required and 

must match, select 

Continue and click 

“Next”. 

Your Name Here 

Fill out the two fields 

on this screen, email 

addresses are 

required, select 

Continue and click 

“Next”. 
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Select a secret 

question and provide 

an answer to the 

question. This will be 

used should you ever 

forget your password. 

The OPI does not see 

the answer to your 

secret question. 

Select Continue and 

click “Next”. 

Fill out the two fields 

on this screen to 

create your password, 

both are required and 

must match, select 

Continue and click 

“Next”. 
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Final step, select 

Continue and click 

“Submit”. 
Your User Name Here 

Provide the town of 

your birth. This will be 

used should you ever 

forget your password 

and the answer to 

your secret question 

so the OPI can reset 

your account. Select 

Continue and click 

“Next”. 
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Your MSEIS Home Screen will look similar to this: 
 

 

Your Name Here 

Your User Name Here Your Name Here 

Click on Montana State Educator Information 

System (MSEIS) in order to view and update 

your license information. 
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If you have used the MSEIS system you do not have to complete the steps above and can log in using 

your MSEIS User Name and Password. 

 
1.2 EXISTING USERS 

 

 

Fill out the User Name and Password fields and click the “Login To System” button. 

IF you have used the MSEIS system in the past but have forgot your Login information: 

 
1.3 EXISTING USERS – FORGOT YOUR PASSWORD? 

 

 

Click on the “Forgot Your Password?” button to be taken to a multi-screen wizard that will walk you 

through the process of updating your password. 
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IF you don’t get an email to help you reset your password, this means that you may have used a 

different email address when you set up your MSEIS account. Please try any other email addresses you 

may have used.  If that doesn’t work, call 406-444-3150 for assistance. 

 

2 RENEWING YOUR LICENSE(S) 
 

 

 

If your license is ready for renewal, your Home screen will provide you with the following option: 
 

 

A new screen will open with a table showing all your licenses available for renewal. If the table is empty, 

none of your licenses are available for renewal at this time. 
 

 

Click the “Click Here to Renew License” link to be taken to the multi-screen wizard that will walk you 

through the renewal process. 

If you do not have enough renewal units recorded in MSEIS to renew your license, you will be redirected 

to the Professional Development screen via this pop-up: 
 

  

 
2.1 ENTERING RENEWAL UNITS OR COLLEGE CREDITS 

The Professional Development screen provides a list of all current licenses, the number of license 

renewal units and/or college credits required to renew, the number of license renewal units and/or 

college credits recorded, and the number of license renewal units and/or college credits remaining. 

Click this button to be 

directed to the 

Professional 

Development screen 

to enter your 

Renewal Units. 

Click here to renew your license(s). 



9  

 

 
 

To add renewal units or college credits, click the “Add Renewal Units or College Credits” button to be 

taken to a wizard that will walk you through the 
 

 

The fields on this 

screen will update, 

based on whether 

you are entering 

college credits or 

renewal units, see 

below. 

Fill out all fields, 

select Submit, and 

click “Submit”. 

An important change to the renewal 

process, beginning Summer 2015. 
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College Credits (Quarter or Semester 
Credit)  Review the back of your transcript for 

information on the type of credit you earned 

Renewal Units 

 
 
 
 
 
 
 
 
 
 
 
 
 

A Professional Development pop-up will appear reminding you all information recorded in MSEIS must 

be true, correct, and complete to the best of your knowledge. A false statement of material fact, 

misrepresentations, or omissions of material fact in or with this information may lead to the revocation 

of your license(s). 
 

  

If all information 

provided is correct, 

click OK. 

If you need to correct 

any information, click 

Cancel, and you will 

be taken back to the 

Add Educator 

Professional 

Development wizard. 
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The new renewal units will appear in both the license table and the Professional Development table on 

the Professional Development Screen: 
 

 
 

 
After all renewal units and/or college credits are entered, you can continue to the renewal process. 

 
2.2 RENEWAL PROCESS 

There are a number of ways to access the multi-screen renewal process, but each of these different 

ways will take you to the one renewal process. 

1. The Renewals Screen: 

A. Select Renewals from the horizontal menu. 

B. Click the Renew License link. 
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2. The Professional Development Screen: 

A. Select My Licenses from the horizontal menu. 

B. Select Professional Development from the vertical menu. 

C. Click the Renew link in the Licenses table. OR 

D. Click the Continue Renewal Process button under the Professional Development table. 

 

Each of these ways to access the Renewal Process will take you to a multi-step wizard: 



13  

 

 

 
 

  

All fields marked with 

a red asterisk are 

required. All 

information we 

already have will be 

pre-filled, but can be 

updated, if need be. 

This is the address 

your new certificate 

will be sent to. 

Select Continue, and 

click “Next” to move 

on. 

All fields marked with 

a red asterisk are 

required. All 

information we 

already have will be 

pre-filled, but can be 

updated, if need be. 

Make sure you review 

and update your 

information so your 

new license is issued 

in the correct name. 

Your name will print 

exactly as it appears 

on the Print Name 

field 

Select Continue, and 

click “Next” to move 

on. 
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All fields marked with 

a red asterisk are 

required. All 

information we 

already have will be 

pre-filled, but can be 

updated, if need be. 

Select Save, and click 

“Next” to move on. 
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All Character and 

Fitness questions 

must be answered, 

and the check box 

must be checked in 

order to continue 

with the online 

renewal process. 

If you check yes on 

any of the questions 

you will be given the 

opportunity to 

provide an 

explanation of your 

answer. It is very 

important that you 

disclose all 

information as 

accurately as 

possible. The 

information you 

provide will be 

reviewed before your 

renewal application is 

processed. 

If you choose not to 

answer the questions, 

you will be required 

to submit a paper 

application. 

The box at the end 

must be checked to 

verify that the 

information you have 

submitted is correct 

Select Continue, and 

click “Next” to move 

on. 
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Review this 

information on this 

screen, if anything is 

incorrect, click the 

“edit” links to update. 

Select Renewal 

Request, and click 

“License Renewal 

Request” to move on 

to the payment 

portal. 

An online renewal 

requires an online 

payment, which is 

processed through 

our secure Checkout 

Web Application 

outside MSEIS. You 

will be brought back 

to MSEIS to complete 

the renewal process 

when your payment 

processes 

successfully. 
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Choose your payment 

method: Credit Card or 

Electronic Check 

Then click the Continue 

button 
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Enter all of the 

required 

information and 

click on the 

Continue button 
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You will see the 

payment 

verification screen 

next. If all of your 

information is 

correct click on the 

“Make Payment” 

button to 

complete your 

transaction. Only 

click on this 

button once.  It 

may take a minute 

or so to complete 

the transaction. 
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This is the final step. 

Select Continue, and 

click “Submit” to 

finish the renewal 

process. 

The MSEIS system will 

take you to your main 

screen where you will 

see that your renewal 

application has been 

processed. 

The final screen 

will show you a 

Transaction 

Summary of your 

payment. Click on 

the Continue 

button. 

IMPORTANT:  If 

you do not click on 

the Continue 

button your 

payment will not 

register in MSEIS 

and your renewal 

may be delayed 

until OPI can verify 

your payment was 

completed. 
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If you checked yes on any of the Character and Fitness Questions or you did not make a payment your 

license will not be automatically renewed. 

The Character and Fitness responses/explanations that are not “no”  will be reviewed by our legal 

department and if they have any questions you will be contacted for additional information. 

 If the payment system times out and you didn’t make payment online, 

you cannot go back and do so at a later time. Please do not begin the 

renewal process again. 

You will have to send your payment by check to: 

Montana Office of Public Instruction 

Attn. Educator Licensure 

PO Box 202501 

Helena, MT 59620 

 
 If you cancel your payment your renewal application will not be 

completed and you will need to begin the process again. 

 

 
IMPORTANT!! Your renewal application may be chosen for Audit. 
If your renewal is audited you will be notified by mail of the audit and you will have 60 days to submit 

verification of your required renewal units/college credits. (ARM 10.57.218) Make sure that you have all 

the required professional development documentation available. If you are unable to provide the 

required documentation your license may be revoked. 


